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INTRODUCTION

Overview

All providersfunded by theConnecticut State Department of Education (CSBH)eau of
Health/Nutrition, Family Services and Adult Educatiorustcomply with the policiesutlined
in this manuabnd utilize the guidelines to ensure consistiata entry They mustollect and
reportthrough the Connecticut Adult Reporting System (CARIE®) following data with regard
to the adult education learnesho areservel by the provider

1 Demographics, Entry Status, Reasons Enrplled

1 Course and Coursgection Information

T Enroliment Information includingnrolled datecredits earned, etc.
1 Appraisals and PrEBbst Assessmest

1 Attendancdeither using a daily or monthly reporting format)

T Achievements (includingvhere applicabléiplomaearnedandNationalExternal
Diploma ProgramNEDP) competency areaompletegl, and

1 Transfer Credits folearnes enrolling in the Adult High Scho@redit Diploma Program
(AHSCDP)

Forms to collect these data are provided at the end of this docaloegiwithfield
descriptionsProviders are expected to utilize routintig CARS Data Verifyprocedureand the
various CARS report® ensure the accuraeyd completeness the datahatareentered.

All computers designated by the provider for CARS data entry should be equipped with Internet
access. A dedicated Internet Connectiofl(DSL, Cable Modem, etc.) is recommended,
espeacilly for medium to largesized programs.

The data entered in CARS are used by the CSDE to meet reporting requirements at the federal
and state level

1 CARS data are the basis for completing the federal reporting requirements of the
National Reporting Systn (NRS).

1 CARS data are used by the CSDE to meet State reporting requirements relative to State
Legislative Report Card (Connecticut General Statutes Secti@bl3] the Results
Based Accountability report cards required by the Connecticut General Agsémabl
Temporary Assistance for Needy Families (TANF) reports, and annual reports to the
State Board of Education.
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T CARS data are also integral to the CSDE©OGSs
on a range of program quality measures that inclucieitenent, retention, assessment
and learner outcomes.

In addition to such reporting requirements, CARS data are alsdoysbhd CSDHor research

and evaluation purposes. For example, the CSDE has utilized data from CARS to examine the
relationshipbetween learner abilities evidenced on standardized assessments of the
Comprehensive Adult Student Assessment System (CASAS) and learner performance on the
General Educational Development (GBTests Another study analyzed the relationship
between the maber of hours that learners attend in adult Englisb-SecondLanguage (ESL)
programs and the learning gains they attain on standar@k8AS assessments ihe areas of

basic listeningeadingand writing.

Longitudinal and Statewide Student ID

CARS isa longitudinal database and contains student information since fiscal yead2004e
student ID that is created for each new student in CARS is unigue to that student across adult
education providerandacross fiscal years. Students who return to atldtation in a future

fiscal year maintain the same CARS Student ID. Students who transfer from one adult education
provider to another or prepare in adult education and then register for tHet&fare also able

to utilize the same CARS Student ID.

When a uselogs into CARS, the system defaults to the current fiscallyeas e d on .t odayo
Users have the option to switch school years to view (not edit) past year data.

Data Entry Timelines

The use of CARS for instructional and program management purposes can be maximized only if
dataareentered in a timely fashio@ARS allowsmultiple dataentry staff to enter data
simultaneouslyTherefore attendance should be entered into CARS accorditige following
timelines.The CARS system will be locked and no data entry will be possible for fiscal year
2016-17 after July 21, 2017.

By October28, 2016 |Enter September attendance
By November5, 2016 |Enter October attendance

By Decembef3, 2016 |Enter November attendance

By January 2, 2017 |Complete data entry (i.e., attendance, achievements, credits earng
assessments, etc.) for the first semestesure that dat@reerror free.

By February 2, 2017 |Enter January attendance

By March31, 2017 Enter February attendance
By April 28, 2017 Enter March attendance
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By May 26, 2017 Enter April attendance
By June30, 2017 Enter May attendance

By July 21, 2017 Complete all data entry for the fiscal year (i.e., attendance,
achievements, credits earned, assessments, etc.). Ensure that all {
error free. Notifythe CARS helpdesat ewhelpdesk@ca.com

CONFIDENTIALITY AND DATA PROTECTION

ADMIN A Users

The CSDEgives all providers receiving adult education gravith access to CARS he CSDE
expects that at least one CARS user from each provider will participate in annual CARS training.

CARS allows each adu#tducation provider to determine its Users, i.e. the peopleniliiave
access to the system. Figure 1 provides the list of useasstomple provider.

Figure 1: List of Users

Welcome Ajit Gopalakrishnan select year |[EQNIRA

Users Staff
Users Building Room
Course Course Section
Data Verify Import Course Section
Add New Delete Enroliment
View Only Active Users
User D First Name Last Name e-Mail Status Edit
Don Chao dchao@erec.org Active Edit
Gabriel Izraelevitz 11one Active Edit
Karen Daddario tomkall@ea.com Active Edit
Elissa Gellis Active Edit
Ajit Gopalakrishnan ajit. zopalaknshnan @ct.gov Active Edit
Tdalia Thayer Idalia Thayer@po state ctus Active Edit
Maureen Wagner Active Edit
Valerie Marino Active Edit
First Data Govt Sol. Monitoring Account Active Edit
Gabe Testing Staff’ None Active Edit
GABE TEST1 GABE TEST1 gabriel izraelevitz@ca com Active Edit
Instmuctor Instructor Active Edit
Jifl Miller il Active Edit
- ~ . - v
https: v, cars. goveonnect. com: 100 Cars/# ,. @ Inkernet +100% -

Each provider must ensure that its list of Users remains current. Thetkéopeogram must
make inactive immediately, thosdi dersd who should not have access to the systeiis is
extremely important because CARS can be accessed through the World Wide Web. For example,
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if a data entry staff person leaves the program, then that User must b&maatiee"”

e ——————————

User Id Details

UserID

Password

Re-Type Password

Must Change Password
Admin Access
\AE Data Entry Access
GED Data Entry Access
Data Tables Access

Staff Member

Reports Format

Active

Add/Edit Users

Last Name
Middle Initial
First Name

E-Mail
No @ Yes

[

@ None All Limited Read only

@) None All Instructor Read only

Select Staff Member -
HTML '@ PDF

No @ Yes

Save

3

Done

LiL}
@ Internet | Protected Mode: Off o v R15% -

immediately. This will prevent the person from accessing the systdmaking changes tdata
or viewing reports.

CARS also enables each provider to determine the particular aspect(s) of CARS that a user is
permitted to access and the specific authority level of access for each aspect (Figure 2).

Figure 2 Add/Edit Users

A User can be provided accesdit@ aspects of CARSAccess for one aspect cangrevided
independenof the other aspect

1. Admin:

This aspect of CARS enableséis toadd/edit/viewusers, staff, building rooms,
courses, coursgectionsthedeleteenrolimentsoption, reports, and the data verify list.
There are four levels of access within Asminaspect of CARS:

a. None = User will not havaccess to the Admin, Reports and Migems on the
CARS Menu (Figure 2).

b. All = Userwill have complete access enter and update data withire Admin,
Reports or Misc. items on the CARS MeAuUser with this access level is

considered d@ata administrator because this user can modify his/her own access
CARS Policies and Guidelines, FY-2016
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as well as those of other usgmscess features necesstryse the Tracking of
Programs and Outcomes (TOPS) data exchange feadamgsubmit Merge

Requests

c. Limited =User will have complete access to enter and update data within the
Admin and Reports items on the CARS Menu, with the exception of adding or
editing users.

d. Read Only = User will have ability to view alata in the Admin and Reports
items on the CARS menbut will beunable to add oedit anyrecords.

2. AE Data Entry

This aspect of CARS enables users to search for students, add/edit studgmapkits
modify entry status, enter reasons for enroliment, enter achievements, enroll students in
coursesections (classes), report attendageages, transfer crediand enter appraisal

and assessment test scofidwere are four levels of access witlthe AE Data Entry

aspect of CARS

a. Nonei User will have no access to Student and Course items on the CARS menu.

b. All 7 User will have complete access to the Student and Course items on the
CARS menu.

c. Instructori Only the Courses menu is available to this User to vievethelled
studentsand add attendanomly tothosecoursesectiors for which this user has
beendesignateds annstructor.

d. Read onlyi This User can view all the information accessible through Siude
and Course items on the CARS menu.

3. GED Data Entry
This aspect of CARS enables users to use the online GED scheduling feature and register
prospective candidates for an upcoming GED test. There are only two levels of access:

a. Noi The Wserhas no access to GED
b. Yesi The User will have ability to enteand update all recordss they pertain to
registering candidates for the GED test.

The provider must ensure that access to the GED aspect of CARS is limited only to
the approved registrars.

4. Data Tables Access
This aspect of CAR8nables users to download data tables containing student,
enrollment, courssection and assessment information. These data represent confidential
student information; therefore access to download them should be restrictégdae
or two key staff memdrs within the program. There are two levels of access:

a. Noi The Wser has no access to download the data tables

CARS Policies and Guidelines, FY-2016
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b. Yesi The Wser has access to download the data tables.

5. GED Prep Site Access
This aspect of CARS enables users to access the GED PreparaiRassitsreport.
This report contains the most updated GED test results for students enrolled in the
provider in the current fiscal year. Results are included only if the student has authorized
release of that test information to the preparation sittheeadult education provider.

Up to two users per provideray be authorized by the CSDE to gain access to this aspect
of CARS.This accesss maintained directly bomputer Associateand not by the

provider Thereforeadult education directors will Be to email the CARS helpdesk at
ewhelpdesk@-ca.coto request access for new staff or disable access for previously
authorized staff who are no longer employed by the provider.

The GED Prep Site Report will only bedisplayed if the following criteria are met:
1 the sme CARS IDused to enroll a studein adult education class(s) is used to
register the student for the offic@ED® Tes(s);
1 the student has2 hours or more of Attendance fdult education instructio
recorded in CARS
1 the student has authorized that his/her scores be released to the prep site provider; and
1 the student has an enroliment in the current fiscal year.

Any user and provider authorized to view this report is bound by the following
terms:

i. The results are being provided because the GED examinee has given permission to
release GED test results to the adult education program preparation site, as affirmed
by the examinee on the GED Registration Form. Proof of this release of information
shouldbe maintained in the files.

ii. Under no circumstance should any employee of the adult education program
preparation site release these GED results (scores and/or GED attainment status) to
any other entity or organization (e.garents/friends, colleges, eropérs,
cooperating towns).

iii. Any entity or organization seeking information about an examinee's GED results
should be advised that: (i) all GED verification requests are handled by the CSDE;
and (ii) in order to honor requests for GED verification, the C8DEequire a
release of information form that is signed by the examinee. Requesters can be
directed to the WebBite http://www.sde.ct.gov/sde/cwp/view.asp?a=2620&q=322390
for additioral information.

iv. Names of GED examinees who pass the GED should NOT be included in graduation
program materials or any other public information document by the adult education
program preparation site without the express written consent of the GED examinee.

CARS Policies and Guidelines, FY-2016
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CARSis designed to protect the privacy rightdedirnes by ensuring confidentiality of ALL
their recordsHowever,several safeguarasust be implemented by the local adult education
providers to ensure that the confidentiality of data is maintainédigorously protected.

1. Data Administrators must take great care in ensuring that all users have access only to

those aspects of CARS most relevant to them. For example, data entry staff who are
working only withAdult Basic EducationABE) and ESL data should not have access to
the GED registration system and viersa.

Though CARS is an Internéased system, users should access CARS only using
computers that are authorizegthe adult education provider. It is strongly

recommended thaiser IDs and passwords not be saved when prompted by the browser
(e.g. Internet Explorer). Saving passwords in this fashion could leave the user ID and
password accessible to any other person who may use that computer, thus compromising
the data.

CARS daa that can be readily associated with a particular learneraisastot be sent
throughroutinee-mail; only secure&eommunicatiormethod must be used

DATA COLLECTION AND ENTRY

It may be most efficient to organize the datary process as follows:

T

1
il
1

Conplete admin set up by entering all staff, buildings, rooms, courses and-course
sections;

enter all learner information next;

enroll learners into the appropriate cousgetions; and

complete the attendanassessmerand outcome information on an-aseded basis.

ADMIN A Staff

Staff members are employees of the adult education praudinay be assigned to a user ID, a
coursesection(i.e. instructor), a student (i.e. counselor) or to a building (Figurgt&if records
are notassociated with a fiscal year

Figure 3: Add/Edit Staff
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Add/Edit Staff

Staff Details

Tifle Mr. v Staff Id
First Name Instructor Other () YES @ NO
Middle Initial
Counselor Other () YES @ NO
Last Name
Ein #
Suffix
Years of Teaching Experience in Adult
i Education SelectYears of Experience ¥
Degree SelectDegree
Full Time/Part Time Full Time () Part Time
Date of Birth MMIDDAYYYY E
Active 9 YES U NO

1 EIN# refers to the @ucatorldentification Number that is assigned to each educator
within the Connecticut Educator Certification Systeimformation pertaining to an
i ndividual educator 6s EI hmtheBureae of Edudatorc at i on
Standards and Teacher Certification Web site located at
http://sdeportal.ct.gov/cecscreateuser/educatordetails.aspx

1 Years of teaching experience in adult educatiétease count only the years of teaching
experience in adult education and select one of three choice from thdadvagist:

0 Lessthan 1 year
0 1-3years
o0 More than 3 years

T Please select either full time or part tim
adult education.

CARS Policies and Guidelines, FY-2016
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ADMIN A Building

A new building must be created for every separate building where the provider offers adult
educationnstructions (Figure 4)A separate building should be created for each workplace
literacy site.One building may be assigned to one or more cesgsgonsBuildings are not
associated with a fiscal year

Figure 4: Add/Edit Building

Welcome Ajit Gopalakrishnan select year POIUIRS

Add/Edit Building
Building Details

Building Name Address 1

Building Description Address 2

Staff Member Contact Select Staff A Address 3

SiteType Select Stis Type City State Zip Code
Active YES NO

©Es O Phone Number Fax Number
Done ¥ €D mmkernet 100k T
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ADMIN A Room

One building can have one or more rooms (Figur&ddms are nadssociated with a fiscal
year

Figure 5: Add/Edit Room

Welcome Ajit Gopalakrishnan select year |EAI0IRA

Add/Edit Room
Room Details
Select Building Select Buiding v Min Capacity
Foom Number Max Capacity
Foom Description Handicap Access [ ] YES ® NO
Fl
oot Active ® YES (] NO

Cone

¢ €D Internst F100% -

ADMIN A Course

The concept of a "class" is split into two parts, a Course and a €decsien. Providers will
need to firsdefine Courses, and then define the specific scheduled instances of those Courses
i.e. the Coursé&ections.

A Course represents the hitgvel content and level designation. Examples of courses include
ABE Beginner, ABE 3, ESL Intermediate, U.S. History, etc. Providers are free to establish their
own naming/numbering sequence for courBesause cryptic numbeig systemseg.g.,1-3

where 1 represents ABE and 3 represents the intermediate level) are not easily understood by all
individuals in the provider, it is strongly recommended that providers utilize explicit titles for
courses thatreobvious to any reade€Courses are also nassociated with a fiscal year

CARS Policies and Guidelines, FY-2016
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The Add/Edit Course Screen is presented below (Figure 6)

Figure 6: Add/Edit Course

B CARS yi\ v G v =] v Pagev Safetyv Toolsv 'QZ"
Welcome Gabriel Irraelevit; select year Pl
Add/Edit Course
Course Details
Course Code Technolozy TE§ @ NO
Course Title Family Literacy ES @ NO
Transitions TES @ NO
Course Description
Homeless/Non-Traditional TES @ NO
Workplace @ N
Progam Type Select Program Type h ’ T2 9 X0
Course Method Select Course Method v Active @ YES ) NO
Course Level Select Course Level v
Save

The following specific guidelines are provided with regard to Courses:

1 Only those Program Types (e.g. ABE, E8tc.) for which the provider is approved for
will be visible. Once a course is created, this field cannot be changed.

T The course method of ACT Adult Virtual Hi g
Online Orientation course, the GED Preparation coorskee subject specific credit
courses offered through the CT Adult Virtual High School system that is delivered by the
Connecticut Distance Learning Consortium.

1 Select Transition as the course leanly for those high school completion courses that
are dfered to prepare learners to transition into gsestondary education or trainiagd
where there is a formal partnership with a gestondary institution.

1 Set the Family Literacy radio button to Yes if the course is offered as a component of a
federallyfunded family literacy or Even Start program.

1 Set the Technology radio button to Yes if new technologies are used by learners and/or
teachers for at least 25% of the duration of the course.

CARS Policies and Guidelines, FY-2016
Connecticut Department of EducatidBureau of Health/Nutrition, Family Servicasd Adult Education
Pagell



1 Set the Workplace radio button to Yes only if the course iseaffey the employees of a
company based on a formal relationship with the employer/union.

1 Set the Homeless/NeFraditional radio button to Yes only if the course is offered in a
nontraditional instructional setting/site or if course is delivered using atvey
nontraditional instructional approachessd coordination and collaboration of
comprehensive counseling and support services are doaametit host institution/site.

ADMIN A Course-Section

A coursesection represents the individually scheduled occurrence of a course. The course
section contains the details of when and where a course is tasigint and end date, instructor,
building, room, instructional hours, class schedule, etc. A conagehave one or modurse
sectiors.

The Add/Edit courssection screen is presented below (Figure 7).

Figure 7: Add/EditCourseSection

Add/Edit Course Section

Course Section Details

Course Code Select Course Codes - Building Name Select Building -
Room No Select Room - Instructor Select Instructor -
Scheol Year 2012 Course Length Select Course Length -
Section Code Total Inst Hours

Start Date MMDDYYYY = [End Date MM/DD/YYYY |

Min Students Max Students

Show after end date ‘o ® 10 (Attendance Type Daily @ Monthty

L |2 v W s
Active @ Yes o Aflow Wait List Yes @ NO

Daily Schedule

Day Start Time End Time Hours of Instruction

Monday
Tuesday
Wednesday
Thursday
Friday

Saturday

4] 4 4] 4] 4 44
4 4 ] 4] o e e
=)
=

Sunday

[ save |

As with courses, providers are strongly recommended to utilize explicit titles for «<matsens
that are obviouso any reader. Users can utilize the location, the term, and/or the time as
identifiers for coursesection code. Examples of udgendlycourses e ct i on codes
Fall AMO or ACRC Spring PMoO; thesemecodes

The following specific guidelines are provided with regarddorsesectiors:
1 The daily schedule will be savedly if attendance type is set daily.
CARS Policies and Guidelines, FY-2016
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Once entered, the school year field cannot be changed. For €Smatsens that start in

June ancknd in July, the provider has the option of assigning it to either school year. If a
CourseSection starts in May, then assign it to the current year. If a COas@n ends

in August, then assign it to the next year.

Once attendance data is enteredstadents enrolled in this coursection, the
attendance type selection (i.e. daily versus monthly) cannot be changed.

The fishow after end dateo field defaults
in the New Enrollment screen after the couras ended (based on the End Date). This
selection will not prevent the user from entering attendance, achievement and testing
information for students enrolled in that coussetion.

For coursesections utilizing the daily attendance format, the actuatshattended is
calculated based on the start and end times for each day. Users should exercise care to
ensure that times and the AM/PM selections are indicated accurately. Inaccurate
schedules can result in the calculation of erroneous attendance hours.

Because the attendance screens are genegtimaiaticallybased on the coursection
start and end dad@nd (if applicable) the daily schedule, changing those fadtes
attendance data are entecaghresult in the loss of previously entered attendashata.
For example, if the start date of a coussetion is 1/3/2014 and the end date is
5/23/2014, changing the end date for that cousgetion to 4/30/204will result in the
loss of any attendance data that may have been entered for the month of May.

Unlike Courses which are nassociated with a fiscal yeaoursesections are tied to the fiscal

year in which they are offere@ourseSectiors can be cread from scratch or importdcom

prior years using the ADMIM, Import CourseSectionoption Figure 7. If coursesections

are imported, the user must remember to immediately update the start/end dates and any other
changes to the coursection (e.g. istructor, building room, etc.) in the new fiscal year prior to
enrolling students and entering attendance.

Figure 7a: Import Coursé&ection
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Welcome Ajit Gopalakrishnan select year EIIIRA

Users. Staff

Building Room
Course Course Section
Data Verify Import Course Section

Import Course Sectio

Program Details Course Detd  Delete Enrollment

Course Cade Section Details
Section Code Tmpart

123 Testl

123test
123test22
nn 123test221
New Section Code

TEST MONTHLY ATTENDANCE

TEST SECTION CODE2

O|0o|oc|ojooolo

Testing Section

Section Code Import
test [}

12345

hiteps: o cars. geveaninect com: B0/ Carsisp/admin/ImpartCourse Sections. isf § @ Internet H100% -
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ADMIN A Delete Enroliment

The fAdel ete enr ol | medif,in érfora studént iopfacadhanyncoaettl y b e
course sectionNEVERus e this function to delete student
only one hour of attendance. Remembelealineranust be recorded in the CARSstem.

To delete an enrollment made in err@lest the corse from the drp down, then select the

section. Thdist of names will appear of the students enrolled in that chosen coatieamse

Choosehe name of the studento d e | eetner oolrl oOfi uonut o fRetndmber cour s e
YOU ARE NOT DELETING the STUDENT, only the enrolimerikherefore anything

associated with thatarticularenrollment such as tests, attendance véttalso be deleted.

Figure 8: Delete Enrollment

Staff
Buiding Room
Delete Enrollments
Course Course Secfion

Data Verify import Course Section

Select Course Select Course

Delte Enolment

Select Course Secton Seloct Coursa Secton

Name Studat ID Date of birth Gender Delete
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Connecticut Adult Virtual High School Courses andCourse-Sectiors

Each program whose learners are participating in AHSCDP and GED courses offered through
the CTAdult Virtual High Schoo[CTAVHS) should create a Course and Cou8getion in

CARS for each of the courses in which their learners are enrolled. A program must enter in
CARS, only those learners who are enrolled through their program regardless of where the
online teacher is employed.

AHSCDP Courses:
When creating the Course, please ensure that the following fields are completed as indicated:

1 CourseMethod: CT Adult Virtual High School

T  AHSCDP Hours (to earn one credit): Enter the total instructional hours required by
your program for adarner to earoneAHSCDP credit (cannot be less than 48 hours).

T AHSCDP Type: Classroom

When creating the Coursgection, please ensure the following:

1 Utilize the Monthly attendance format.

1 List the certified online teacher as the instructor for the @ours

1 Ensure that the Total Instructional Hours equals the hours required to earn % credit
(unless the Online Orientation Course is offeredbfugcredit).

T Max AHSCDP Credits: 0.5 (for all content courses).

Status Pasqletter grade A, B, C, Dail [F], Droppedor Not-Retainedl must be specified for
each enrollment.

NOTE: A student whaompletes less than fiftypercent (<50%) of the CTAVHS coursés
consideredi n ot r eAtstdemtcerdplietes more than fifty percent (>50%)f the
CTAVHS coursebut failsto finish the courseeceivesd@ | et t er .grade of FO

GED Courses:

When creating the Course, pleasesetCeMiset hod t o ACT Adul WheNi rt ual
creating the Cours8ection, please utilize the Monthly attendance format.
CARS Policies and Guidelines, FY-2016
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STUDENT A Edit Students

Students returning to the adult education provider from a prior fiscal year can be found using the
Edit Students search option (Figure Blease note that this search only searches for students
who have enrolled with this particulprovide in some pior fiscal year (beginning i2001-02).

Figure 9 Edit Students Search

Welcome Ajit Gopalakrishnan select year

Edit Students
Mew Student

Search Students
New Enrollment

Name Studert ID Tops ID Atemate 1D 55N 5AS City

First Name iz Last Name |45

Students currently in vour Program

m Name Birthdate Gender s

Daka01008 Daddario. Karen

Daka01009 Daddario. karen

DakKa09004 Daddario. Karen

Daka01007 Daddario. karen

Daka0100c Daddario, Karen E

DakKa0100d Daddario. Karen E

Daka01002 Daddario. karen E

daka01005 daddario. Karyn

Daka01001 Danbury. karen E

Daka0100b Davis Karen L

DakaQ7002 Dawes. Karen E v v

https: [ jvww, cars.govoonnect, com: 5100 Cars/# j, @Intamet H100% -
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STUDENT A New Students

The CARS Student ID is longitudinal and unique across providédnen afinewo student

appears at an adult education provider, there is always the possibility that the student was
enrolled with another provider. Therefore, the user must search for the student using the New
Student search to ensure that a duplicate CARS studenntid eseated for that studefithis

screen requires a first or last naam@the selection of a gend@figure9a). If the search results
are too numerous, they can be narrowed using the month and/or year of birth.

Figure 9: New Student Search

EE

Address Iiﬁ hittps: /#zars. goveonnect. com: 8100/Carsdsp/ students/newS udentsS earch. jsf

Edit Students
Mew Student New Student
Mew Enrollment

First Hame

Last Name

Gender

IKaren
I—

DOE (MMAYYY) |

€ Make & Female

Search |

Studenis currently in your program 29

[ Studeni T

| Name

[ Gender |

|ankanianz

|Kaxen Abrovitz

|asgianannt

Faren Aguilar
| il

|anzcans001

|Kaxen Ahumada

|asaanzont

|Kaxen Alley

|aicans001

|Kaxen Alberto

|axcan6005

|Kaxen Alcaraz

DOB |

Country

I
<

= E
||T’

=

2 2 |

2 2 |

=

|;|!

Studenis ouigide your program 212

Name

[ studemt T
|au1<a00001
|uan2001
|k anz0n1
| I

‘Karen Alvarado

‘Karen Alvarez

‘Karen Afanguren
[ -

Two search results are presented:

1. Students currently in your program: This represents students who match the search
criteria and have enrolled in the provideririeast ondéiscal year since 200Q2.

2. Students outside your program: This represents studdaatsnatch the search criteria
and are enrolled in a provider other than one in which the user is affiliated. Minimal
information (name, date of birth, city, zip and country born) is provided to enable the user
to confirm the identity of the student. If theer can confirm that the student is indeed
someone outside the program, then the

CARS Policies and Guidelines, FY-2016
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demographic information and begin to service the student. This practice ensures that the
student is not duplicated and stutieistories are maintained accurately.

3. If the student was administered an appraisal and/epgsetest in at least one skill area
by thepreviousprovider, then CARS will display the latest test sqeither appraisal or
pre-post testfor each availatd skill. This score can be used to select the appropriate
level pretest for the student in the new providieis not necessary to administar
appraisatestin the respective skill area. Since this screen is displagklcbncein
CARS the user shodlprint that screen and give it to the Program Facilitator. The score
may beusedto select the appropriate prest ifthe testvas administered within the past
three yearsaindthe student has not received any significant instructiomg that period
If there is no available test score, CARS will directly display the student demographics
screen.

If the student is not found in both the search results, the user is strongly recommended to
modify the search criteria (e.q. search with partial names or onliast/first name) in order

to broaden the searchlt is possible that the name was misspelled or that the person
changed their namelf after repeated searching, the student is not found, then the Add
New Student button should be clicked to enter the nestudent.

Entering All Learners

All learners participating in adult education program services that are supported wholly or
partially through adult education state/local or federal funds as described above must be reported
in CARS.Moreover, evaluating progm retention based on the percentage of learners retained

for at least 12 hours has been a measure of learner retention in adult education for many years
and is included in the Profile RepdRemember the Department policy is that all enroliments

with atleast one hour of attendance are includiedollments with zero hours of attendance can

be i ndi cat edThadeletaenrmliments $eatwweron the CARS Web site is provided
only for special situations such as when a learner transfers from dioe $e@nother, or when

the program mistakenly creates duplicate learners IDs for the same learner and wishes to
consolidate the records.

CARS Policies and Guidelines, FY-2016
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STUDENT A Demographics

Clicking on a studentds name wil |l bring the
student 6 s n anoptioreon tthe top deft (Figuekd).ilf a nequired field is missing

and the user attempts to save the record, the system will promystethaccordinglyif the data

are saved successfully, the user will be presented with the Entry Status screen.

Figure 1Q Student Demographics

Welcome Ajit Gopalakrishnan select year

D'ADDARIO, KA-DAKA01003 *
Demographics b Dietails Student
Current Enrollments ¥ Entry Status
Current Enrollments Table Reasons Enrolled
Tests »| Student Achievements Name M| KA D'Addario N
Transfer Credits Appraisals
Transfer Institute Assessments
Work Address Emergency Address
Address 1 || 765 Main street Telephones
Address 2
. _ Cell Phone Work Phone Emergency Phone
Zip Code 05451 State T
City Merden (¥ HomePhone #  |(8601662.5555 Ext
Desc ask for man Home Phone Note
Email
Application Date 10/D3/2004 E Date Exited El
Date of Birth 01/01/1844 EE] AgeDocumented | O Yes & No
Gender: @ Female O Male Country Bom Urited States v
w
A Errar on page. |, @ Internet H100% v

Student demographi@se notassociated with a fiscal yedmerefore, these data need not be re
entered foreturning students.

Please note the following with regard to demographics:
Application Date

Enter the date that the form is completed and signed by the applicant. This date does not change.
CARS will default to the date of data entry.

City/Zip Code

Theapplicant must live or work in Connecticut to be eligible for federal or state/local funded
programming. If the person resides in another state and works in Connecticut;aickbiéork
and enter the work address.

CARS Policies and Guidelines, FY-2016
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Social Security Number

Programs arereouraged to enter the social security numbers for as many learners as possible.
SSN is NOT the major identifier of the individual in CARSan SSN is not provided by the
learner, pleasdo not make up a fictitious numberi just leave the field blank.

Exempt from Appraisal Testing

Select fiYeso for those applicants who, 1in the
accurately appraised usiagCASAS appraisdbr) were administered a CASAS eTests locator.

Ethnicity

Hispanic or Latino (A person @uban, Mexican, Puerto Rican, South or Central American, or
other Spanish culture or origin, regardless of race)

Race

1 American Indian or Alaska NativéA person having origins in any of the original
peoples of North and South America, including CerfArakrica, and who maintains a
tribal affiliation or community attachment.)

1 Asian (A person having origins in any of the peoples of the Far East, Southeast Asia, or
the Indian Subcontinent, including, for example, Cambodia, China, India, Japan, Korea,
Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.)

1 Black or African American(A person having origins in any of the Black racial groups of
Africa.)

1 Native Hawaiian or Other Pacific IslandefA person having origins in any of the
original peopes of Hawaii, Guam, Samoa, or other Pacific Islands.)

1 White (A person having origins in any of the original peoples of Europe, the Middle
East, or North Africa.)

SASID

Individuals who are between the ages®&d 18, inclusive, who enter adult educatior the
first time, and who last attended a Connecticut public high school are required to have-their 10
digit state assigned student identification (SASID) number entered in CARS.

Highest Educational Level/Degree Completed

CARS Policies and Guidelines, FY-2016
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This data is required to beltxted from all learners at time of program entry. Learners must
also indicate where this highest educational level/degree was attained (i.e. in the USA or not in
the USA).

Note It is not expected that U.S. high school graduates (who have atreaneted elementary
and secondary school education) would be enrolled in the mandated program areas of ABE, GED,
AHSCDP or NEDP.

Note I n many Spanish speaking countries, the te
Kindergarten through Grade 1Z.o0 avoi d confusion, Auniversityo
better term for some ESL students to understand.

STUDENT A Entry Status

The user should indicate characteristics that styslesgesst the time of entry into the program
in the fiscal yea The employment status is required while gthers are optional (Figure)1if

the data are saved successfully, the user will be presented with the Reasons for Enrollment
screen.

Entry Status is associated with a fiscal year. Therefore, prior toiagrstudents into course
sections, these entry characteristics must be specified in each fiscal year for both new and
returning students.

Figure 11 Entry Status

DADDARIO, KARENDaKa0100d *

L b jj Detals Entry Status

New Enrolimerts »| Ertry Status

Curent Ervaliments Table Reasans Enralled

Tosz W] Steerd Achievemerds Emplovment Status (Required Even Start Student Parent/Guardian of :

Trarsfer Crects Apprasls

Trarsfer [nstinte Asmasmetts .

Pt mr s Lrivavay - v asavsed Employed Even Start Applicant Child(ren) 05 vears and vounger

Leports 3
Disability - Visible Unemployed - Seeking Employment Child(ren) 06 to 10 years
Disability - Visible & Self Disclosed Unemploved - Not Seeking Emp. / Retired Child(ren) 11 to 18 years
@ None
Miscellaneous Rural /Urban Status Public Assistance

Homeless Rural SAGA
Community / Alternative Corrections Utban / High Unemployment TANF/TFA
Correctional Facility 9 Neither @) Neither
Immigrant

Institutionalized
Mother Under Age 17 - CT General Statue 10 - 73d
Needs Child / Dependent Care

Needs Transportation

Save
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Please note the following with regard to entry status

Mother Under the Age of 1717 Connecticut General Statute Section 1:03d
Please check only for applicants who are mothers under the agevbeh enrolling in adult
education.

Even Start Applicant
Please check this for all Even Start adults who have met the Even Start enrollredat crit

Public Assistance

If applicable, select the type Blblic Assistancéhe applicant receivegpplicants onPublic
Assistancenust select either SAGA (State Assisted General Assistance) or TANF/TFA
(Temporary Family Assistance or Temporary Aid teble Families).

STUDENT A Reasons for Enroliment

Learnergoals (Reasons for Enrollment) are generally established annually or at program entry.
Reasons for enrollment aassociated with a fiscal yedBoth new and returning learners must
establishat least one goal prior to being enrolled in a Co@setion.Learnes canselectther
goal(s)from a broad range of categormsch aducation, employmenrfiamily and community
(Figure 13.

Figure 12 Reasons for Enroliment

Welcome Ajit Gopalakrishnan select year

D'ADDARIO, KADAKAQ1003 *

Demographics H Details Reasons Enrolled
Cutrent Enrolliments H Entry Status
Cutrent Enrollments Table Reasons Entolled
Tests ¥ Student Achievements Emplovment Community
Transfer Credits Appraisals
i A t:
flisnsfonlns il r seresmen= O Enter Employment [ Eam Citizenship
[[] Earn 2 HS Diploma ® Retain Employment [ Use Community Services
[C] Enter College or post-secondary training O Neither [ vote

nter 1raming below post-zecondary level
[ Enter Training below p dary level

[ Progress toward HS Diploma (GED, CDP, EDP)

Family Reguired Instruction Military
[ Increase involvement in Children's Schooling [ Court Order [ Enter Military
[ Participats in Parent / Children Together (PACT) ] Required for Public Assistance

O Participate in Parenting Education

[ Read more to Children

Save

| Done ¥ €D nternet £ 100% -




It is stronglyrecommended that an instructor/intake person counsel the learner during the goal
setting process. Moreover, as part of this process, staff are encouraged to consider not only the

|l earnersod6 appraisal test scor egeriences,raldlited,i ng, |
and interests.

Remember, effectivEY 201213, the U.S. Department of Educati®SDOE)remowedlearner
goal as the basis for outcome follow up attainment with regard to the following four core
indicators of performance

EnterEmployment

Retain Employment

Earn a Diploma

Enter Postsecondary Education/Training

L

Instead, follow up cohorts aestablished automatically by the CSDE based on the following
criteria specified by the USDOE:

A Enter Employment: All exiters withentsyt at us of f@Aunempl oyed see!
A Retain Employment: Al l exiters with entry
A Earn a Diploma: All exiters who take the entire GED Tests, enter with 11 or more credits

in CDP, or are in the NEDP assessment phase
A All learners who #ain their local or state high school diploarad ESL learners who

enter with a high school diploma from a foreign country and exit the program.

The CSDEuwill follow-up onwith the learners in the aboaatomatically designated
cohortgcriteriato ascemin the outcomes they achievaidter their exit from adult education. A
| e a r exiestatusmnd actuakxit dateare established using attendance and longitudinal
participation information from CARS. Programs are therefore urgedrtnueand strengthen
their efforts to retain learneemd encouraghosewho do not attainthese outcomes a fiscal
year to return to adult education in the subsequsctlfyear.

TheDate Exitedfield in CARS isintended folocal program use only. Arogmammay use this
field to record thelate on which the learnkraves thg@rogramand will not return such as
graduation or has left and will not continue their studldé®e Date Exited fields not usedby the
CSDEtodetermina | ear ner.6s exit status

In fiscal yeargrior to 2015the Date Exitedfield servedas the Graduation Date in the transcript
report This is now a manual field in transcript report.
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The follow-up procedures utiized by CSDEo ascertain a | earner o0s
below:

Enter Employment and Retain Employment

The CSDEconducts data matches with the Department of Labor for teasgesin the
employment cohorts

Earn a HS Diploma

These data are contained within CARS. AHSCDP and NEDP diplomas must be repdhied by
adult education provider while GED attainment is ascertained from the GED testing records
maintained by the CSDE.

Enter PostSecondary EducatioriTraining

Based upon criteria specified by the UDOE, the CSDE utilizes the National Student Clearing
House b ascertaipostsecondary educational outcomes

STUDENT A Transfer Credits (AHSCDP Programs Only)

Transfer credits should be entered for all new AHSCDP learners in the fiscal year in which they
erter the adlt education program (Figure L3 ransfer credits are nassociated with a fiscal
year.
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Figure 13: Transfer Credits

Transfer Cedits
[¥ear [nternal | Tipe | Subject [ DMame | Starus |[Credits|[Grade|  mstituie [Eit [Delete
,@ |false |Documentat10n Credit - Apprenticeship |M ath |kadldn ‘N ot Bupplied |1 a 4 ‘CA ’ﬁ |M
,ﬁ |true |Documentat10n Credit - Work Expetience |E1e ctives |w0rk credit ‘Pass |1 o I ‘C omputer Assorcistes ’ﬁ |M
[1988 [fatse  |[Classzoom [Bocial Stucies - Civics Bocial Study 101 |[Pass [0 a [esme fest [Deete
,@False |Documentat10n Credit - Apprenticeship |Social Studies - U3 History |kadldn ‘Not Bupplied |1 a & ‘CA ,ﬁ |M
,ﬁk&lse |Documentat10n Credit - Home Management |Science |Sc1ence 1 ‘Pass |1 o & ‘CAE ’ﬁ |M
(DI
Add New

‘Institution || T =

‘Course Matme ||

‘Course Subect || English ;I

‘Course Status || Pass =l

‘Cre dit type || Classroom ;l

Is Credit Internal ‘ © Tntermal ® Fxtemal

‘Course Grade ||

‘Schnnl Tear Eamed [

‘Credits Earned ||D.D

Hote ’ d

| E
Transfer |

Regardless of where the credit is earned, programs should enter the Institution where the credit

was earned (this institution list is proviegenerated), AHSCDP Subje&tea, Credit Type,

credits earned, grade, year, and status. The
earned prior to a |l earnerods entry into the pr
equivalent name (note) and/or any otgeneral note. The total credits earmegistbe entered

individually into a single atry for each credit. Thidetailed transfer credits information can

allow providers to generate an official transcript through CARS. NOT summarize total

credits earnethto one entry to expedite data entry.

If the transferinstitution is not listed in the drop down menu, the user will need to create that
institution by selecting ATransfer I nstitutebo
screenand then addg that institution. Once an institution is added, it will appear in the drop

down menu.

NEW ENROLLMENTS

After the demographics, entry status and reasons for enrollmesnitareda student can be
enrolled into one or more coursectiongFigurel4). The selected student can be enrolled into
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available courssections using the student navigation by sliding across from New Enroliments to
select the appropriate program area, course and section. Alternative, new enroliments can be
entered by using the Stent”A New Enrollment menu option to select the student, the course
and the section.

Welcome Ajit Gopalakrishnan select year YIRS
JONES. JAMES:JoJa03001 *
New Enrollments

NUMBER OF STUDENTS ENROLLED : 4 MAX NUMBER OF ENROLLMENTS ALLOWED : 10

Student Name JONES, JAME5:JoJa09001

Course ABE

Course Section 2010 Section Code

Exempt from Assessment O Ye: ® No

Enrollment Date 07/16/200% E

4 Done ¥ € Internet £ 100% -

Figure 14 New Enrollments

Exempt from Assessment can be set to Yes ONLY in those rare instances when the student has
been intentionally exempt from ppost testing.

For the Enrollment Date, enter the date the learner actually begins the-Seuatiem. For many
learners, this may be the same as the start date of the Gmatéen. However, if open
enrollment is allowed, different learners in the same CeBestion nay have different
enrollment dateg\Note: This date will continue to default to the date of data entry. However,
CARS includes an option that the data entry staff may choose to automatically populate
this field with the start date of the CourseSection.

CARS will not permit the same student to be enrolled twice in the same -c&atsm.
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COURSEA SECTION A Attendance

Providers can choose to report attendance for the learners in asectisa using either the
daily or the monthly attendance optidrhis selection must be made when the Cot8setion is
first created.

To utilize the daily attendance method, a complete daily schedule must be entered on the
AAdd/ Edi-Se cQoi uor ndbthesaursessection héeen set to the daipttendance
method the user will see a series of check boxes for each day thatuhsesectionis in session
(Figure 15. Based on the start and end dateddaily schedule for the coursection, a
customized attendance screen with checkboxes is created footins¢section These
checkboxes are grouped based on the months that the-seat&m is in sessiozach check
box equals the number of instructional hours as specified rotimsesectiondaily schedule

For exampleaccording tahe daily schedule, the coursection meets on Mondays from 9:00 to
11:00 A.M. and Wednesday from 9:00 to 10:00 A.M. Therefored#ilg attendance screaill
createcheck boxes for each Monday and Wednesday between the stardastatesof the
coursesection A check mark in a box on Monday will equalo hours of attendance, while a
check mark in a box on a Wednesdall equal 1 hour of attendance. CARS will calculate the
total attendance hours for each student inacbatsesectionbased on which b@s are checked.

Figure 15 Daily Attendance

%

Program  Course Code | Course Tile | Section Code:

Search Fields. |
Course Section Attendance

1

| Search |

ABE 1::123
Start Date : 07/01/2008 End Date : 01/12/2009

=

<

Done

0007(DUP : 2] i Select Month | 08/2008 h Show Total Attendance Hours
sl ABE

o ABET
1= 123

* Enrolled Students

Attendance

1+l 2009 Section Code Jones, James = JoJa02001 v 4 ) 11
1x/ ABE-Fall 107
1= ABE2

1t/ crec 2 test

1* crec 3 test

1z crec 3test 11

1+ Earth Science C
'z Earth Science CIMP
1+ Earth Science D

Name Attendance

\Adama, karen : Adka01001 4 5 11 ¥l 18 19 23

Daddario, karen - Daka01007 V] 4 ;M1 vl 18 19 25
Daddario, karen = Daka01002 v 4 5 ¥ 11 ¥ 18 i 25
¥l 18 19 25

Smith, Susan = SmSul2001 Y] 4 5 11

[ T T T T
5le s 88 8

Test13, Lisa = TeLi01001 4 5 11

I

'zl GABL test -

1 »

@ Internet | Protected Mode: Off i v R105% -

If the coursesectionhas been set to the monthly attendance method, the user will see a column

of data entry boxes for each month that the cesestion is in session (Figure)l8ased on the

start and endates for that coursgection, a customized attendance screen is created specifically

for thatcoursesection The user will need to manually enter the number of hours a student has

attendedor each month. For example, if a student attends class for 12 hours in September and 4

hours in October, the user will manually enter 12 hours in the September column and 4 hours in
CARS Policies and Guidelines, FY-2016
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the October column. Enter the appropriate number of attendance hoeasticstudent for each

month.

Welcome Ajit Gopalakrishnan select year

Search Fields

Course Section Attendance

- Course Code  Course Title ' Section Code

Program

ABE::2010 Section Code

Start Date : 06/09/2009 End Date : 08/06/2009

= ABE

Done

= 2010 Section Code
Enrolled Students

Attendance

[] Show Total Attendance Hours
Name 06/2009 07/2009 08/2009
Abrovitz, Karen = AbKa(1002
EBreak, Gabriella - BrGa02001
D'Addario, KA = DAKA01003

Daddario, Karen - DaKa01003

Save

8§ & Internet H100% v

Figure 16: Monthly Attendance

A provider may choose to utilize theiljaattendance method (Figure)ifer regularly scheduled
classes, and the mdry attendance method (Figure)X6r independent studyr NEDP course
sectionsPlease notahattotal hours attended by a learner should never exceed the total
instructional hours offered in that cowsection.

Adult High School Credit Diploma Program (AHSCDP)

The following policies have been developed to represent more accurately the attendance

requirements for the differedHSCDPcredit types, and with a view to streamlining data entry.
1 AHSCDPClassesThe actual hours of classroom attendance should beedpging

either the daily or the monthly attendance option.

f Documentation CreditsSSince there is no instruction or attendance related to the

awarding of these credits, programs can choose not to create a course andextianse
to award these creditBrogramsnay utilize the transfer credits screen to award all
DocumentatiorCredits including those earned during the current yaghis casethe

~

credit must be set as il nntemallybythedaduti n c e
education progranmAlternatively, programs can award such créaiibugh the
Enrollment screeby creating courses and cowussctions
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1 Independent Studysimilar to the process of awardibgpcumentatiorCredits, programs
can choose not to create a course and caasgonto awardindependent Studgredits.
Programs can utilize the transfer credits screen to award all independent study credits
including those earned during the current yeathis casethe credit must be set as
Al nternal 0 s i nc e interhadybycthe adllt educatienproggama r d e d
Alternatively, programs can award such créaibugh the Enrollment screéy creating
courses and coursections

National External Diploma Program (NEDP)

Programs must report attendanceN&@DP learnes on amonthly basis. They should allot a
minimum of two (2) hours for each meeting they have witHeheer If the meeting exceeds
two hours, the actual meeting time should be reported (after rouaffipgrtial hours).

It is stronglyrecommended that throgram create a separate cotgsetion for each assessor
ensure accurate staff counts in CARS reports.

Connecticut Adult Virtual High School
Hours attended in CTAVHS courseanbe eithewerifiable or proxy.

Verifiable hours represent trectualcontacthours of onsite attendance at a program site. These
hoursshould be reported through the monthly attendalata entry boxedn addition to

verifiable hours, poxy hoursshouldalso be reported?roxyhoursrepresenthetime spenby the
learnerthat can only be verifiethroughstudentactivity and workin the online coursehat are
over and above theerifiable hours Proxyhoursshould be reported througime proxybox in the
attendance screeA.learner who enrolls only in CTAVHS courses must reflect at least 12
verifiable attendance houia one enrolimento be considered as having been retained for 12
hours.

Attendanceéhours both verifiable and proxyghould bereportedasdescribedelow

1 AHSCDP Coursethrough CTAVHS(seeexamples in théollowing table:

o If alearner attainthe requisitecreditin a coursesection as verified by the teacher
and CTAVHS the progranshouldreporttotal attendance hours that equals the
hours required to eathatcredit within the program. Thesetal attendanchours
shouldbe splitbetweernproxy hoursandverifiable monthly attendance houas
appropriate

o If alearner does not attaamycredit, the programmustreport theverifiable
monthly attendance hours additionto theverifiable hours the teacher/mentor
may assigrproxyhours based otine extent to which the learner engaged in, or
completed, that modukes evidenced by the percentage of points earned within
that course
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1 GED Courseghrough CTAVHS

o The program must report tierifiable monthly attendance hours. additionto
theverifiable hours the programmay report up to six (§roxyhoursfor each
module in each coursé&he teacher/mentor can determine the number of proxy
hours based otine extent to which the learner engaged in, or completed, that
module as evidenced by completion of the assessments within that madule
additionalproxyhour may be assigned for comipda of the GED Practice Test
within each subject area.

STUDENT A Tests

Appraisals are nassociated with a fiscal yedro enter an appraisal test score, the user will
need to have the test type, test form number, the raw score and the test dateakklapgts

will be displayedregardless athe fiscal year in which they were administered. Users also have
the option to edit or delete an appraisal test once it has been entered. If you choose to edit an
appraisal the only information that canduiited are the Raw Score and Test Date.

Figure 17 Appraisals

Welcome Ajit Gopalakrishnan select year

D'ADDARIO, KADAKA01003 *
Demographics [ Appraisals
Current Enrollments »
Current Entollments Table
Tests b Appraisals Date Publisher Form Raw Score Scale Score Edit Delete
Transfer Credits Agsegsments IE' |Z| |I| IE'
Transfer Institute GED Practice Tests
Add New

Test Type Reading -

Test Form 020R

Baw Score g =

Test Date 07/18/2009 =

Unlike appraisalsassessments aassociated with a fiscal ye®@nly those assessments
administered in the fiscal year will be displayed. Since an Assessment is associated with an
enrollment the user will need to select theursesectionin which the student took the
Assessment test. If a student is not currently enrolledouesesection assessment test scores
cannot be entered.
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If the student is enrolled in@ursesection the listof his/her currentoursesection

enrollments will be displayed in the Course dropdown list. To enter an assessment test score, the
user will need to select the appropriateirsesectionenroliment, test type, test form number,

raw score and test date.

Figure 18 Assessments

Welcome Ajit Gopalakrishnan select year

D'ADDARIO. KA-DAKA0I003 *

Lenoziarhics o Assessments

Cutrent Enrollments ’

Charrent Enroliments Table

Tests M Appraisals jurse Course Section Publisher Form Raw Score Scale Score Edit Delete
Transfer Credits Assessments

Transfer Institute (GED Practice Tests Add New

Course ABE(2010 Section Code) v
Test Type | Math v
Test Form | 215M v

Raw Score |15 | 220

TestDate | 07,18/2008 =

Save

The entry of GED Practice Test scorespgional The screen available for entry mfactice test
scores (Figure 1ds presented below.

Figure 19 GED Practice Tests
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GED Practice Tests

Paper Based practice Test
Date Math Reading Science Social Studies Writing
Computer Based Practice Test

Date Mathematical Reasoning Reasoning Through Language Arts Science Social Studies Edit Delete

Add New
Date 0972014 &
Mathematical Reasoning Score Passed Yes @ Mo
Reasoning Through Language Arts Score Passed Yes @ o
Science Score Passed Yes @ o

Social Studies Score Passed Yes @ No

Save

ENROLLED STUDENTS A Credits Earned (AHSCDP Programs Only)

Thecredits earnedithin each courssection in the current fiscal year, including the grade, the
number of credits, and the statase entered in the Enrollment Summary sci@egure 2Q. The

Treat as Electiveption can be sett¥esinordert o overri de the defaul't
under ADMINA Course and treat the creddrned by the student in the couasean elective

credit.

Programsmaychoose to award current year Documentation Credits or Independent Study credits
only through the "Transfer Credits" screen without creating courses and-segtsms. In the
case of this exception, the credit must be
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Figure 2Q Enrollment Summary

Welcome Ajit Gopalakrishnan

select year [FUIEING

Search Fields

- Course Code  Course Title | Section Code
Program

22

1z COP English 1
1= Fall Main Street

1= Enrolled Students
BLACK: KELLY. BIKe00001

Cone

DADDARIO KAREN : DaKa(2004

CDP :: CDP English 1 :: Fall Main Street

Summary

Enrolled Date 02052009 El CDP Course Data
Assess Exempt O Yes ® No (Credits oo
(Grade
Assess Given ® Yes O No
Treat as Elective O Yes @ No
Matched Pair ® Yes O Mo
Status Select Status v
Is No Show O Yes ® No
Note
Save -> Student Achievements ] [ Save -> Appraisals ] [ Save -> Assesments ]
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STUDENT A Achievements

Al | AAchi evementso are related to the student
from each teacher but will only have the option of reporting them once for a learner in the fiscal
year(Figure 2).

Figure 21 Student Achievements

TOYAL, KARENJoKa09004 *
Demogaphics » Student Achievements
N ew Errclimerds »
Curent Enroliments ¥ ABE » ABEAlgetralll » 101 » Sunmary
Curent Enroliments Table i Student Achievemerts
Tests Appraisals
Tratefet Crecits Assessments
Tranefor Instiute
e g Successfilly completed citizenship coursewark Entered Training below Post-Secondary level

Reports 3
Voted Improved Basic Skills

Used Commanity Services Entered College or Post-Secondary training

Progressed toward HS Diploma (GED, CDP, NEDP)

equired Instruction (no ma:

© Neither Fulfilled Court Order
Earned a CDP Diploma Removed from Public Assistance
Earned an NEDP Digloma

Earned a GED Diploma

NEDP Tasks Completed (no max)

NEDP Status - Contimiing Diagnostics
Attained NEDP Candidate Status.
Completed NEDP Individual Assessment

Portfolio Review

Completed following C v Areas including Post Task A

When alearnerearns a diplomayrovidersmust report it on the Student Achievemsareen.
Programs administering ttMEDP must continue to report information concerniegrner
movement from applicant to candidate status, completicompetency areaBost Task
Assessment (PTAcompletion otthe Individualized Assessment and Portfolio Review.

Because CARS automatically r eckBamediGE®ograma st ude
reported achievement has been disabled @grayed out). In rare instances, a student may attain

a GED under a CARS ID that is different from her CARS IDgarticipation inadult education.

In those cases, the program can email the CSDE hatiCARS IDthat was usetbr

participation inadult educatiolassesThe CSDE, after verification and confirmation, will

assign th&arned GEDachievement. The program will then be able to view that achievement on

the Student Achievement screen.
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Merging Duplicate Records

Data Administratorenly can submit requests to merdgplicatestudent recordAll requests

are reviewed by CSDE before they are merged. In order to submit a merge rbgui=si t
Administratorwill have toseparatelypearch ad designatehe original student an@éne or more
duplicatestudents (see Figur&R Theoriginalst udent must be in the pro
student can be designated asdhginal studentDuplicatestudent(s) must also be in the
provideros data and mul tdupbidatestudents idosveversa GEan b e
examinee cannot be designated dsgicatestudent.

Figure 22 Merge Requests

When merging records, the following businesgswpply:

Student Demographics
1 Original student datés preserved.

Entry Status
1 All else (checkboxes) will be merged.
1 Radio buttons relative to Disability, Rural/Urban d&ublic Assistancereserve
original student settings.
1 Employment statusif original student is blankjuplicatestudent datés merged.

Reasons Enrolled
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